


















































































Frequently Asked Questions 
 
What  is a “FA  shell” ? 
 
 “FA shell” is the term used to describe a type of data entry document, much like a CR, JV, RE or PV.  
Unlike these other documents, a FA shell can be automatically created from a PV document if certain 
conditions are met. 
 
If the object code and/or value of an item coded to the line item screen of a PV document pass the test for a 
Fixed Asset, information from the header and line screens of a PV is pulled into a FA document.   The FA 
is not complete; other required fields must be filled, hence the designation “shell”. 
 
There are two triggers that will cause a PV document to generate an FA “shell”.  The first is when an “F” is 
entered in the FA IND field on the PV Payment Voucher Input Form.  The second is based on the Object 
Code in the PV line item and the dollar amount over $3,000. The fixed Object Codes include 5000 series 
and 7000 series.  The Fixed Asset Indicator in the object code screen (OBJ2) determines whether a FA shell 
will be created.  There are three Fixed Asset Indicator codes: N, Y, & T.  P9’s do not generate an FA Shell. 
 
N – Will not create a FA Shell 
Y – Will create a FA Shell 
T – Will perform a test based on the information entered in the PV.  If the PV line Amount divided by the 
Quantity is greater than $3,000, it creates a FA Shell.  Agencies need to use quantity amounts if they don’t 
want a FA shell created to an Object Code in a series. 
 
 
How do I know whether an object code will cause the system to generate a FA shell? 
 
Go to the OBJ2 table.  Enter the current fiscal year and the object code in which you are interested.  Look 
at the field titled “Fixed Asset Ind”.  A “Y” indicator means that a shell will always be created; an “N” 
indicator means that a shell will never be created, and a “T” indicator means that the system will test the 
PV line item to see whether it meets the criteria for a fixed asset.  If it does, a FA shell will be created; if 
not no shell will be created. 
 
 
How do I find the number of the FA that was created by the PV? 
 
Go to the FAPV screen and enter the PV number.  The system will return with the FA number.  The screen 
also works in reverse so if you need to know the PV that created an FA, you can just enter the FA number. 
 
I think that payment of my PV has been held pending completion of a FA shell.  Where can I go to 
check the status of my PV? 
 
Go to the SCHD table.  Enter the Vendor Code from the PV.  If an “F” is present in the “Hold Indicator” 
field, the PV is on hold and a check will not be cut until the FA shell is completed and accepted. 
 
 
A FA on SUSF was created by a PV.  The FA does not meet the definition for a Fixed Asset, and I 
need it deleted.  How do I do this? 
 
Send an e-mail with the FA number, PV number, vendor ID, the amount of the FA and the reason for 
deletion to kimberly.hall@maine.gov or marie.e.wilson@maine.gov. An explanation, such as “The PV was 
coded to object code 5565,” is NOT a valid reason.  An item coded to a 55xx series object code may meet 
the Fixed Asset Criteria and may in fact be a Fixed Asset. 
 
 
I budgeted renovations out of our capital appropriation and subsequently discovered that the 
renovations did not fit the criteria for capital.  I do not want the PVs to generate shells ; what do I 
do?  
 
A special object code, 7602 “Capitally Budgeted Non-Capital”, is used when a project has been budgeted 
out of capital money and subsequently determined not to be a capital project. This object code will never 



create a shell.  If payments are made against an encumbered contract, send a memo to the Dept of 
Purchases requesting the object code on the encumbrance be changed.    
 
How do I get a barcode? 
 
Fixed asset bar code labels are printed from a file which is downloaded from MFASIS to a PC during 
nightly batch processing.  Barcodes are then mailed to the agencies from the Office of the State Controller.  
Reprints can be requested via e-mail to Kimberly.hall@maine.gov and Marie.e.wilson@maine.gov. 
 
I have an invoice for a laptop that contains multiple components.  How do I determine if the laptop 
should be capitalized? 
 
A laptop computer can function independently of component units that may be included on the invoice.  
You need to determine whether each of the accessories ordered is integral to the functioning of the laptop. 
Common accessories that would not be considered a part of the laptop are: monitor, mouse and port station.  
Memory chips should be included in the cost of the laptop.   
 
If the total cost of the laptop and any other part integral to its functioning is $3,000.00 or greater, the laptop 
is a capital item and needs to be entered in the Fixed Asset system.  
 
How do I move a Fixed Asset to Surplus? 
 
An FC transaction moves an item to Surplus.  In the FC document you need to change the location of the 
item to “0000”.  When you enter this transaction, the FAUF table is updated.  The FAUF table generates 
reports to Surplus Property showing what items are awaiting pick-up.  Surplus Property must then 
physically move the item and complete another FC accepting the asset to location “0000”. 
 
If you are unsure of whether you have completed the FC correctly, check the FAUF table.  If the item is 
there with “0000” and status “PEND,” you have done your part. 
 
Can you provide some guidance on life expectancy of assets? 
 
General guidelines: 
Computers and peripheral equipment; computer software -    2-5 years 
Automobiles, light and heavy general trucks and office machinery -   5 years 
Vessels and water transportation equipment; building improvements, such as new roofs and plumbing and 
electrical renovations -                                                   10 years 
Land improvements -                                                     15 years 
Residential and non-residential real property -              30-50 years 
 
The useful life of a fixed asset must be entered in months on the FA document. 
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